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CITY OF HOUSTON PROCUREMENT
Invitation to Bid (Over $50,000) Contracts Process

Subject to State Law

Department 
identifies 
need and 
discusses 
with SPD

Department 
reviews 

initial ITB 
package

5 days

1A

2

6

SPD sets due 
date to finalize 
specifications 

budgets & 
MWDBE 

requirements

Department 
submits 

Scope of 
Work

SPD 
prepares 
initial ITB 
package

4
? days

SPD & Department 
finalize requirements 
at workshop. Both 
agree to dates for 

Gantt Chart

5

START

New or
Renewal ITB 

Process
?

N
e

w
R

e
n

e
w

a
l

One-year out 
SPD initiates 
ITB renewal 
process with  
Department

1B
7

SPD finalizes all 
requirements 

gathered from 
Department

5 days

5 days

3 days

5 days
2/3 days

City Purchasing Agent 
approves advertisement & 
procurement methodology 

for the ITB 
A

To page

2 of 3

8 9A

SPD Buyer 
submits final 

ITB for review 
& approval

SPD Manager obtains 
signature from City 

Purchasing Agent to 
advertise & procurement 
methodology for the ITB

1 day

2 days9B



Page 2 of 3

C
it
y
 P

u
rc

h
a

s
in

g
A

g
e

n
t

S
tr

a
te

g
ic

 P
u

rc
h

a
s
in

g
D

iv
is

io
n

V
e

n
d

o
r

L
e

g
a

l
D

e
p

a
rt

m
e

n
t

C
it
y
 P

u
rc

h
a

s
in

g
A

g
e

n
t

Department 
management reviews 
final bids and provide 
recommendation for 

contract award

17

SPD Buyer reviews 
bids submitted and 
provides copies of 
bids to the User 

Department to review

B

To page

 3 of 3
18 2 days1 day16

Pre-Bid 
Conference 

with Vendors

Vendors seek 
clarification of bid 
details and scope

Vendors submit 
sealed competitive 

bids 

SPD & Department 
prepare clarification 

letters to post 
online. SPD is 

primary contact for 
all vendor inquiries.  

12

13

14

15

5 days1 day

1/30 days15 days

SPD Buyer 
prepares 

contract and 
ordinance

U
s
e

r 
D

e
p

a
rt

m
e

n
t

(P
u

rc
h

a
s
in

g
 U

n
it
)

A

From page

 1 of 3
Is

 ITB estimate 
over $500K?

Finalized ITB 
advertised in local 
newspaper & SPD 

e-bid site

Meeting between the 
City Purchasing Agent 

and Department held to 
discuss scheduling & 
project risk mitigation

10

11

5/10 days

14/30 days

2 days

CITY OF HOUSTON PROCUREMENT
Invitation to Bid (Over $50,000) Contracts

Subject to State Law



C
it
y
 

C
o

u
n

c
il

Page 3 of 3

V
e

n
d

o
r

L
e

g
a

l
D

e
p

a
rt

m
e

n
t

S
tr

a
te

g
ic

 P
u

rc
h

a
s
in

g
D

iv
is

io
n

From Page

 2 of 3

B

C
it
y

C
o

n
tr

o
lle

r

C
it
y
 P

u
rc

h
a

s
in

g
A

g
e

n
t

SPD sends 
ordinance/Request for 

Council Action to 
Council Agenda Office

SPD issues 
notice to 
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